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7.ACTION REQUESIEB '

ESTABLISH DISPOSITION STANDARD; [:]-DISPOSE OF PRESENT ACCUMULATION;
RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED.

Perann tn gntae t
-

Nathan Nolan

B .Earliest & Latest 9. Exact Series Title
Dates of Series

1972-Present Vocational Rehabilitation Ciient Cost Evaluation Files

PO'NhaL is the function of the office in which this record series is created?

The Divislon of Vocational Rehabilitation is responsible for supervising and directing the
programs in the State which are designed for training the nonproductive members of society
to become productive members of society, with emphasis on serving the severely disabled on a
priority hasis. .

Administration Services Unit has the responsibility for Division budget, cost allocation,
research, personnel services and data edit activities. :

11. This file contains the followlng documents (1nc1ude form numbers and tltles, if any,

and file arrangement).
Documents relating to matn+a|n|ng v *financiai and statistical records for all clients in
the Vbcat10na1 Rehabilitation Program. ' : ' : '

Included but not limited to are the Client Cost Record identifying client's name, case number,
classification data, vendor name, dates of service, amount authorized-adjustment-paid, check
number and date, and amount outstanding; Client: Statistical Record identifying referral data,
completion of referral applicant, closure data, SSDI Trust Fund Data, Status History, Services
provided and total cost; Referral-Applicant Completion/Closure Report identifying referral
data and closure status. '

Eéles are: arranged chronologically by year, thereunder alpha betically by client’s name
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r_q I e L R _
1 . EQUIPMERTY nCCHPIFD ¥a. of Dravers Cu. Ft. of Recorda Bo. of Dravers Cu. Pt, af Recrords
' . ARRUAL RATE OF ACCUMULATION
L‘ll.!?-llllt Fitle Dravars :
‘ . In ofricela) In Storsge Ares(n}
Legal-site File lirawers Floor Space Occupied {square Peet) 5] b
Tz This Laast All Priar
’ - ] . - v N .
Electric rotary file | 14 Shelf 70 i : HLLALNS WL AL s
. « - AV!RAGQ DAJLY RFFERENCES l 1

F.rm AR-%0.7)




. .-
T PAGE 2

S pi ol e o e ——

QUESTIONNAIRE Place an "s” 1n the proper colnln It answer Lo "YES,” pleese explain YE% NO

13. Is this the Record Copy of the series? | b ] f?T
1h. Is there & duplication of this series in another office or sgency? k1L
Same information may be found in Client's Case File at local V.R. Center and DHR Accountin
15. Is the information contazined in this series ever summarlzed or published? k1 O[]
Attach copy of summary or publication. _ .
16. Does the seriés contain classified information: requ1r1ng security handling? - 1 [ )
Confidential Client information : -
17. Does the series initiate, amend or terminate agency policies and procedures? 11 &)
18. Could the function be performed if the files were lost or destroyed? :ﬁ'] [ ]
19. Is the series (or major portion of it) regularly microfilmed? If yes, why? 01 Kl
20. Does the record series provide data as input to an EDP file? a0 ] [y ]
21. Does the record series contain documentetion produced as EDP printout? - [ ] [x]

22. Has the Federal Government issued instructions governing the retention/dispo- . [y] [ ]
sition of these files? '

45 CFR Part 74, Subpart D. ~ '
23. Will there be a need for these records 10 15 years from now? If yes, what? [ ] "

24, REQUIREMENTS The following requires the files to be kept 3. . _ _years:

a.[JSTATE b.[]STATUTE OF c.[JAUDIT  d.[4FEDERAL e.[#ADMINISTRATIVE f.[ JHISTORICAL
LAW LIMITATION PERIOD %W quiddines DECTSION VALUE
(Cite Law, Statute, or other reason for the rctention vequirement)

ad ) nro,o

SEE ATTACHED SHEET

25. AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off at the end
of each -[]CALENDAR YEAR -[]FISCAL YEAR -[¥OTHER see_below ,then:

e o

] Hold in the current files area . 'month(s)/ year(s)

]. Transfer to [ ] State Records Center [ ] Local Holdlng Area, hold year(s)
] Destroy.

] Transfer to State Archives for permanent retention.

] Destroy immediately after cut-off. S

] Other: (Spec1fy) :

SEE ATTACHED SHEET

(In&icate briefly rationale for recommendations above/or write additional remarks):
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No. 24
Federal Register, Vol. 40, No. 47, 3-10-75,

To maintain financial records, supporting documents, statistical records, and
all other pertinent records in accordance with 45 CFR, Part 74, Subpart D.

Retention Period: (a) 3 years from date of submission of annual or final
expenditure report or if Federal audit has not been completed or audit findings
not resolved at end of 3 years, until resolution of all audit findings.

No. 25

Upon closure of a case, place papers in inactive file; then cut off inactive file
at end of each fiscal year; hold in current files area for 1 year; then transfer
to State Records Center for 2 years; then destroy. _Records may not be destroyed
until all audit questions are resolved.




